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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 
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! 

r APPLICATION FOR RECORDS RETENTION SCHEDULE 
~. ~~ ~~ I*- ....-_-- ~-. -~~~~ -.,. _Ls_ 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward sigrled original to . 
Department of Archives and History, Records, Management Division, ,330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. ~. ~ 

i ;ar.C;;!s of Series Latest 

, 1912 I To Date 

Georgia Por ts  A u t h o r i t y  
8/25/80 - I Finance D i v i s i o n  

4~0Itcation Date 

5. Recrrds Series Title (followed by title used in office; if different) 

Lease F i  les 

' i\ooliwtion Numbar I Post O f f i c e  Box 2406 

i ' 2. PmOQ to colrtal3 Working Title 

FOR ~ RECORDS - ~ MANAGEMENT USE 

79-3- pt. 

_ _ ~  ____ ~. 

_ _ ~ - -  -~- -  - 
Date Completed 

Telephone Number 

- _ l L ~ - ~  ~ ~~~ ~~~ ~ . . ~  ~~. 
What is the function of the Division and the~office in which thisrecord series is created? I& h i m  and 6ificz Funetian 

The D i r e c t o r  o f  Finance i s  responsib le  for  t h e  accounts o f  t h e  A u t h o r i t y  and es tab l i shes  
and ma'intains account ing methods and procedures f o r  t h e  Author i ty .  He approves a l l  
expenses for  t h e  D i r e c t o r s '  meetings; i s  responsib le  f o r  t h e  a u d i t i n g  and accounting 
p rov i s ions  o f  a l l  con t rac ts ,  leases and agreements of  t h e  Author i ty ;  prov ides p r o t e c t i o n  
o f  t h e  assets w i t h  adequate i n t e r n a l  c o n t r o l  procedures and assures proper insurance 
coverages for  t h e  A u t h o r i t y ' s  p roper t ies ;  and coord inates t h e  preparat ion o f  t h e  annual 
budget w i t h  the  var ious  d i v i s i o n s .  Under h i s  superv is ion,  monthly f i n a n c i a l  statements 
a re  publ ished and r e l a t e d  f i n a n c i a l  and c o s t  data repo r t s  a re  prepared and d i s t r i b u t e d .  
The purchasing f u n c t i o n  i s  a l s o  a p a r t  o f  h i s  r e p o n s i b i l i t y  as we l l  as t h e  maintenance 
of  a l l  con t rac ts ,  leases and agreements of  t h e  Au tho r i t y .  

- - - ~~ .~ ~~ ~ ~ - -  _ ~ ~ ~ 

7. Record Se:ier Description 

Documents relating to: ~. 

This file,contains the following documents (inclrJde form numbers and titles, if any):, 
Attach samples of the file. ~ . .  

Leases w i t h  i n d u s t r i p 1  .and Fommercial agencies f o r  -use o f  'space , .  

p rov ided by Georgia Por ts  Author i ty .  I 
Included are: I 

I 

Lease agreements, s p e c i f i c  drawings t o  space and area, insurance 
p o l i c i e s ,  f i n a n c i a l  documents, easements, r ight-of-ways and 
r e l a t e d  correspondence. 

File is arranged: i By te rmina l ,  a l p h a b e t i c a l l y  by lessee. 

__ - - -~ ~- ~ 

How often are records referred to which are: 
1 0 

8. Monthly Referenca Rate 

--; Seven to twelve months old -----; Thirteen to twenty-four months old 
1 

One to six months old -~~~ 
twenty-five months and older-_ . . - ? 

9. Annual Rate of Accumulationof Rerordr 
Letter-size drawers __ =~=.---.; Leyalsite drawers - 

~~~ ____ _-~___---__~ .-.- ~ ~ ._ ~ ~..-~.._~~.~~~~....I ~ I__- 

I 
. .  

. Other  if^) 3 I eqa_l_boxes-- :L ?-; Shelves __-_, . .  
i- 



e. When one or two documents in the file make it necessary to keepthe entire file for a long period, could these 
Qcumentrbe scheduled sematelv?_.=~ ~~. ~ ~, '. ______~ ~___ ---- - L.ld 

- 1-3 1 ~- -~lfves.a~nach~~cow.. ~ ~_ ~ ~~ :. ___ .I__.---~~ ~~ -I 

- ~~ I 4 . .. . If ves,vSereL ~ 

. . ~. ~ _.I ~ ~ . x  I ~ - ~ f ,  .Irth4~irrformation containebin_thit serier evernublished?_lf yes 
g. Is  the information contained in this series ever analyzed and/or r 

h. 1s there a duplication of t h i s  series in your office, or in anotheioffice or agency?. 

C h r n Q i * _ ~  

d in a su-mmarired report? 
, . ~  .hi 

. .. . .  

.. ~ - ~~ ~- ~ . ~ . .  . 

~~ - 1  - '. I i. 1s this series ~Q~-~~m~Q~.Roaiarmfir~ .reqular l~microf i lmed? 
~ I 
1. Retention Requiremsnts .! 

.__ 

i. Does the record series restilt in a cornouter d t o u t 2  ~. ~ 
~~ --.._ ~- ~. .- 

The foltowing requires the series to &,kept: 

a. State Law .-years. 1. Audit period I_ .__--years. 
years. 

c. Fadera! law ~~~ .~years. f. Federal retention instructions __--.- -~ .-years. 

- +2 b. Statute of limitation . - ~ - . 5 ~ .-years. e. Administrative need _ _  

Attach copy or excerpt of l a w  or regu!ations. Explain administrative need. 

Due t o  Benton Bro thers '  lease - extended 2 years i n  dead storage. 

I 

. .  - . -. . .  
. .  I i ~~ .~ .. - ,  . . -  -. ~~ ~. . .  , \  

I ~~ . .. ~. - ~~ 
~~ .~ 

. .  , ,. I - ;  

. - ,  ~~ . ,  -~ ~- ~______ ~ - ~. . . _. ~ 

. .  -. . .  u. ~ -.. . .~ 
d 

2 Anorwed Disposition Instructions This agency recommends that the file seri ti ar thb end pf each: , #  

~~ i ' . ~~ .~ . -  
- ,  0 Calendar Year: Fish1 iear:. IB O t h e r - ~ - - - - . - ~ s . - ~ ~  ~ then, . . .  

1 

~~ - . . -  . .  , , .  . . .  . ,  
, -  . . . .  . .  

. I  

0 Hold in the~cutrent file; area ---- -month(S) 2- - .  ~ .. 1 yeads); then - , . 
0 Transfe?fo local holding area, hold z.-i:::~-~-year(s); then ' .~ . .  . ,  . .~ ' - 

0 Transfer-tostate Records Center: hold 2 L  i .  ~: : .yes;(s); then' 
0 Destroy. , .  . 

. .  
, . .  . .  .. . - .  ~~ , . - .  -, . 

0 Transfer to State Archives for permanent retention. 
0 Other lspecifyl 
Upon expirat ion,.place i n  i n a c t i v e  f i l e  1 ,year ;  t r a n s f e r  t o  loca l  ho ld ing  area 2 
years; . t r a n s f e r . t o  dead s t o r a g e - f o r  5 years; then destroy.  
exp i red  b u t  r e l a t e s  t o  t h e  new 'lease w i t h  . ~ ~~ 0pt'ion.s , ~. ' should . be .r.etained . . ,  - w i t h  t h e  a c t i v e  

I ease. 

' 

A lease which has 

I , .  
, . .  

- 
- 

. .  . 

. . I  . ,  
~ . .  . .  .~ ~~. ~ ~. . ~ . ~ 

- .  

~ - .  . . .  _ .  . . . .  . . ,  . .  

i These instructions apply to a l l  prior and future accumulations of the series. 

State RecordJCrnrninee (Signature) 
3ecommendations in para- 
lraph 1'2 are approved. .. 
' I f  disapproved, attach letter 
2f exp/anation.) ' 

- .-~-.--.-.-_- 
R-50-71; . . Rev. 7 6  

~. . .  



APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publicatibn No. 76-RM-1 for instructions on completing this form. Forward signed original to  
Department -of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Geoigia, 30334, 
Attention: Scheduling Section. 

- - FOR I--__ AGENCY USE 1. Agency Address 
rpplication Date Georgia Por ts  Au tho r i t y  - -  -- 1 1-30-78 .--I Finance D i v i s i o n  

Post O f f i c e  Box 2406 
Savannah, Georgia 31 402 

---...--I- 
rpplication Number 

41 
I -- __ ~ 

I_ - --- -_ 
'Person to contact Working Ti t ie  

FOR RECORDS MANAGEMENT USE-"  ~_. 

Application Number 

T7Q-  7 
I n  u -~ 

Date Received Date Completed 

- 
D i r e c t o r  0.f Finance 964i1721, 210 --____~_ Robert S. Parsons 

a. 0 Estaoiisn Retention Schedule;.iecord will continue to accumulate. . 
b. 
c. 

1. Dates of Series 

1966 1 To Date I Lease F i  les- 

iarliest 

.- . .~~ __ ~ .- ~ ___. - .~ ---_-I_-__ 
~ . .- ~ a Action Requested 

0 Dispose of present accumulation; no further accumulation anticipated. 
F____- IS Amend Application No. *L.--- Ch_e_ck One: (8: Chng- __I-. . 

~.~ .~ 5. Records Series Title Ifoilowed by title used in office; if different) 
3 ,  

_I- - 
i. Division and Office Function What is the function of the Division and the Office in which this record series is created? 

The D i r e c t o r  of Finance i s  responsib le  for  the,accounts o f  t h e  Au tho r i t y  and es tab l i shes  
and maintains accounting methods and procedures for t h e  Author i ty .  
expenses f o r  t h e  D i rec to rs '  meetings; i s  responsib le  f o r  t h e  a u d i t i n g  and accounting 
prov is ions  o f  a l l  con t rac ts ,  leases and agreements of t h e  Author i ty ;  provides p r o t e c t i o n  
of t h e  assets w l t h  adequate i n te rna l  con t ro l  procedures and assures proper insurance 
coverages f o r  t h e  Au tho r i t y ' s  p roper t ies ;  and coordinates t h e  preparat ion o f  t h e  annual 
budget w l t h  t h e  var ious d i v i s i o n s .  Under h i s  supervision, monthly f i n a n c i a l  statements 
are publ ished and r e l a t e d  f i n a n c i a l  and cos t  data repo r t s  a re  prepared and d i s t r i b u t e d .  
The purchasing func t i on  i s  a l s o  a p a r t  o f  h i s  r e s p o n s i b i l i t y  as we l l  as t h e  maintenance 
o f  a l l  cont racts ,  leases and agreements of t h e  Author i ty .  

He approves a l l  

I - -  ---- __ 
I. Record Series Description I This file cantains the following documents (include form numbenand titles, if any): ., 

A d c h  samples of the file. - - _  
Documentsrelatingto: - .  Leases w i t h  i n d u s t r i a l  and commercial agencies f o r  use of space- 

' provided by Georgia-Ports Author l ty .  , 

Included are: Lease agreements, s p e c i f i c  drawings t o  space and area, insurance 
p o l i c i e s ,  f i n a n c i a l  documents and r e l a t e d  correspondence. 

-- 
i 

File is arranged: By terminal ,  a lphabe t i ca l l y  by lessee. 
> 

-.I __ . 
I. Monthlv 

- 11-__ 

Reference Rate How often are records referred to%- 
1 Seven to twelve months old ---.-; 1 Thirteen to twenty-four months old 0 .  

- __I 

6 One to six months old 
&enty-five'months and older- _ _ ?  

Letter-size drawers 

_ -  -~~~ 

_-- 
#. Annual Rate of Accumulation of Remrdr 3 legal  boxes ; Legal-size drawers ; Shelves - __ ; Other (specify) 



~~ , -;- -=;-.~__* ~ - - ~ . - - ~ . - ~ - . - - = ~ - ~ ~  .7-5-1.~1, - . . _.-_ ~ ~ . .  .~%l_-.C__.T-A..r~ ,- .-...- -- 
-. 

.- ~ - (Place an "X" in the proper wlumh)_ 
a. Is this the official copy of the series? 4'c--  +) 

-plLn~tsm it? 

b. Does the series contain co fidential information requiring security handling? If yes, cite law or regulation. ,i 

_I__ - __-_ P 
have historical 9 l o n g r m  research _- value? I ong _-_- . t e n  I-- va I ue - j n o t  h i s t o r i  ca I 

- 

8. When one or two documents in the file make it necessaw to keep the entire file for a long period, could these 
-- -.dQmmQ~s!$eduI aratelyz- 

co n z i r d  in t h i s _ t e r i ~ ~ ~ ~ v e r n u ~ t i ~ - ~ ~ ~ l ~ ~ ~ ~ ~ ~ ~ " .  - '  

ever analyzed and/or recorded in a summarized report? . .  
.. 

---I _. - _- - 
h. Is there a duplication of th is  series in your office, or in another office or agency? 

-I - 
~- .. - -~ ~~ 

~ ~~ 

I_____ -_ 
11. Retention Requirements The following requires the series to be kept: 

a. State Law _._. years. 1. Audit period years. 
b. Statute of limitation 5 years. . . e. Administrative need --.years. 

-c. Federal law -. ---.----&- years. ~ -~ ~ ~ ~-t. Federalretention instruaiom ~~ -~-_year$. 

4 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

Upon.expi ra t ion Of  lease, p lace i n  i n a c t i v e  f i l e  and t r a n s f e r  t o  l oca l  ho ld ing  area 2 
years; . - t r a n s f e r . t q  d~ead !Storage f o r  t h r e e  years; then destroy.  
expi red b u t  relate; t o  t h e  new lease w i t h  op t i ons  should be re ta ined  w i t h  t h e  a c t i v e  
I ease. 

: A lease which has 

. .  . .  

- !  J 

_.- -~. ---i , ~, ~ ~y . -. _ _  
- . .  . 

' r~ : '  - -  - ~ - , -  . 
,~ 

~. - , )  - ~~~ ~ . ~~ ~- -~ 
~. , ~ , ~ ~ - = _ _ _  ~--  ~e 

I 

.~ 

These instructions apply to a l l  prior and future accumulations of the series. 

_ _  - __- _. t A encyBaddIR9nee -_-I _-._ I Date Records Ma=ment Officer'(signatvfe) (signaivre) 


